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ABSTRACT 

This outline of how to establish and maintain an 
Asian national union catalog contains basic instruction for the staf 
and for the participatiiig libraries of one of West Asia's largest 
union catalogs^ It has been prepared toi (1) define and clarify the 
purposes of the Iranian National Union Catalogi (2) explain the 
policies and procedures under which it operates^ (3) establish 
uniform entries and cards and (4) describe participation and service 
(LI 00424a through 004263 and LI 004265 through 004267 are related.) 
(Author/NH) 
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IRANIAN NATIONAL UNION CATALOO DESCfilWlON AND HEGULATIONS 



^ This memo has bean prepared to 1) define and clarify the purposes of the Iran^ 
lan National Union Catalos, 2) explain the poli.las .and procedures under which 
D it operates, 3) establish unlforn, entries and cards, and 4) describe partioi- 
pat ion and service. 

1. Purpose 

The purpose of the Union Catalog is to r^alntaln a completa, permanent and 
readily available reoord of Iranian library material. It covers every ti- 
tle held by twenty one Iranian resaaroh libraries, in addition, cards are 
received for the Iranian holdingaof several leading foreign libraries/ 
The catalog can be used by any: interested person. 

2, Coverage 

a. All subjects 

b. All time periods 
0* Countries 

1) Iranian libraries cover all countries 

2) Foreign libraries cover Iran only 

d. All languages. For material in Cyrillic, Asian, or African national al= 
Phabets, card headlnss contain transliterations into English. 

e. Air forms of materlal-^books, aerials, pamphlets, reports, microfilms, 
films, fllmstrips, tapes, records, photoGraphs, manusorlpts, patents, 
standards, government documents, etc. 

f. All publishers 

g. All retrospeotive and current acquisitiona 

1) If the partlciparins library cannot supply duplicates of its cards to 
cover retrospective holdinss, Tebroc will borrow the library's shelf 
list, a tray at a time, and photocopy the cards. 
- 2) After the retroapectlvB bafd8;.have been- obtained, all currerrt acqulsl- 
tlons are covered, 
h. Each editicn (but not each printing) of each title. 
1. Material acquired by gift, exchange, or purchase. 
^ J.^Material available for local and Inter-library loan as wall as material 
w not so available, . 



Card Specifications 

a* The Union Catalog opnsists of trayo of white 3" x 5" catalog cards and 
pkotocQpy slips* 

b. Each cooperating library sends one main entry or shelf list card for 
' ev«2ry title it acquires* 

c. Normally^ each book card contains the publication' s authorj title^ place, 
putlisher^ date, pagination, size, series note, call niunber, subject hea- 
dings, added entries, and card number. 

d. Normally, each serial oard contains title, sponsoring organizatian, place, 
publisher, beginning date, size, call number, subject headings, added 
entries, and card number. It does not neoessarlly shov/ holdings. 

e. Library of Congress and Tebroc printed cards are preferred^ Printed cards 
from other sources, such as BllB or the H, W, Wilson Company, are preferred 
to typed cards which in turn are preferred to handwritten cards. 

f. Normally, cards follow the Anglo-American Cataloginc Rules, 

g. Each library seMs^also l) a revised card for a recataloged title prev- 
iously reported, with a slip indicating such revision, and 2) a card for 
each title lost or discarded, suitably marked. The original cards are 
then weeded out. ^ = 

Shipment 

a. In each oooperatlng library, cards prepared for the Union Catalog are 
filed temporarily Into a special tray. They are divided into two sets 

Persian Language and Other Languages- -and then filed in exact alpha- 
betical ofcder, 

b. On the first day of each Iranian month, or else each quarter, the ci^u- 
lated cards are addressed to the Union Catalog and sent by registered 
mall or speGlal messenger. 

0, Libraries sending no oards over a six month period are contacted. 
Card Receipt 

a. The cards are counted and logged In. 

b. A schedule of codes has been developed to represent Iranian research lib- 
raries and Asian, European, :;and African libraries with strong Iranian col- 
lections. For American libraries, the Amerlcah Union List of Serials 
coda is used. Prom these schediiles, the proper code Is^ stamped on the 
left ma^^ln of each card;, 

0. Alphabetization is checked, 

d. Tebroc 's ovm filing code Is used for Persian material and the American 
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Library Assoolatlon Fillns Code for non^Persian material. 

e. The entries are checked for conformity with existing policy.. Cards 
which do not conform are changed. 

f. All cards are interfiled with the present Union Catalog in two separate 
alphabets, 

e. Of duplicate cards for the same title, only one is retained, normally 
that printed card which is newest, cleanest and most complete. It must 
carry the codes of all libraries, holdlns that title. 

h. When needed, cross references are made. 

1. CoMplete statistics are kept of input, weeding, and use. 
6* Service 

a. Through the Iranian Documentation Centre Reference Department, free ser- 
vice is given to search bibliographies, identify and locate titles, comp- 
lete bibliographic information, ascertain strengths and gaps in book hoi- 
dings, and arrange inter-library loans. 

b. The Union Catalog can be used by phone, letter, telex, cable, or in per- 
son* . 

c. The published catalog and-computer tapes will be available for consulta- 
tlon In leading libraries around the world. 

d. Complete address, telephone and telex numbers, cable address, and holdi 
ings information is maintained for each participating Iranian library and 
each cooperating foreign library. 

7. Publication 

a. In the future, Tebroc plans to publish the Union Catalog In quarterly 
periodical form, with annual and quinquennial cumulations. It will be 
published In two volumes: 1) Persian Language, 11) Other Languages. 

b. Cooperating libraries will receive complementary subscriptions and others 
may receive the printed catalog on exchange or else subscribe at cost. 

8, Automation ' ' 

a. Eventually, each cktalog card will be key punched and the complete biblio- 
graphic record stored on computer tape. The quarterly printed Catalog • 

■"^^^ ^® published from computer printouts. Also, printouts can be 

published for specific libraries, subjects, and reference questions. 

b. Eventually, these computer tapes will be compatible v^lth those of the Lib- 
;rary of Congress and British Museum mRC II projects. 

•e. Subscriptions to the Catalog on computer tape will b., made available at 

- cost. : : ... . ■ . •. ^ ' ■ 
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9. filicibiiit- to Pamcipate 

a. All Iranian aoademia, research and spselal libraries are invited to par- 
ticipate. 

b. Each library director wishlns to do so should send Tebroe an official let- 
ter stating this fact and stating his understanding and aoGeptanae of 
these regulations, 

0. Participating libraries should make their holdings available for inter- 
library loan use, though of course, reference, thesis, rare books, nianu- 
scripts, and heavily used material may be withheld from circulation out* 
side the building* 
10* Participation 

a. At the present time, the Union Catalog contains 250000 cards and slips* 

b. The follov;ing Iranian libraries are represented i 

1) British Institute of Persian Studies Library^ Tehran. 

2) Central BarJc Library, Tehran. ■ ^ 

3) French Technical Documentation Center Library, Tehran. 

4 ) Iranian Cultural Foundation Library, Tehran* 

5) Iranian Documentation Centre, Tehran* 

6) National University of Iran Library, Tehran* 

7) Pahlavl University Faculty of Agriculture Library, Shlraz.. 

8) Pahlavi University Faculty of Arts and Sciences Library, Shlraz. 

9) Pahlavi University Asia Institute Library, Shlra 

10) Pahlavi University Faculty of Engineering Library, Shiraz. 

11) Pahlavi University Faculty of Medicine Library, Shiran. 
IS) Teachers Training College Library, Tehran. 

: 15) Tehran Book Processing Centre, Tehran, 

14) University of Tehran Faculty of Agriculture Library, Tehran OKaraJ). 

15) University of Tehran Faculty df Business and Public Administration, 
Library, Tehran* 

16) University of Tehran Central LibraiT, Tehran* 

17) University of Tehran Faculty of Education Library, Tehran. 

18) ^ University of Tehran Faculty of Engineering Library, Tehran. 

19) University of Tehran Faculty of Forestry Library, Tehran, - - ■-■^.rr 

20) University of Tehran Faculty of Medicine Library, Tehran. . - ; . ; : ; ^ 

21) University of Tefiran School of Public Health Library, Tehran. ' " 

0. The follo^d.ng foreign libraries are represented: ' ' 

r) Columbia University Middle East Library, New York, N. Y. , USA/.*,^£f;?' 
.. 2): Royal Ontario Museum Library, Toronto, Ontario, Canada- -1, 



3) Umverslby of Utah Middle East Centre, Salt Lake City, Utah, USA. 
. The Tebroc Catalosing Departmsnt supervises the Union Catalog whiah has 
one section head, one assistant section head and two filers. They wtlcomt 
questions and suggestions designed to improve policies and practices. 
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